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VACANCY ANNOUNCEMENT Closing Date 7 Feb 07
{7H:
Date of Issue 25 Jan 07
LERAE Job itle ( Fif Grade 5 /FEFHFM LAD 3) SEAE | 4.E5EEFH Arca of Consideration
No. of ’s = 7 [t
cceptable tramnee level: X B MLC/IHA ?iﬁ%ﬁ(iﬁé}]m)
IZ $§%% |:| *ﬁﬁﬁ,\ I:l 1%'&1% D Eﬁ% 1 % Current MLC/ITHA Employee in commuting distance
Administrative  Blue Collar Trade Security Medical [ 38 MLO/HA RZE(2 % AR E)
Current MLC/IHA Employee Japan Wide
2808 Actviey [] #}&B Off Base Applicant

CNFJ Regional Fire Department

S.EFAMDELE Type of Employment

Qﬁtﬁﬁﬁ' Working Place: Yokosuka X1 MLC

3B FERERE Work Schedule (3B 40 BRI hrww) ] THA ] HPT
)75 H Work Days: Monday thru Friday X % A Permanent

£h75R5RE - /KER Work Hours/Recess Period: 0700-1545/1100-1145 [] BR%E Limited Term (__» B Months )
[] %) Night Shift X] #& % Overtime X] Hi3E Business Travel

6. A A Duties

See attached task list

7. EHREH . BEEH Qualification/Physical Requirements

a. One year of clerical, technical, or administrative work experience equivalent at 1-4 level in the related work. If applicant does
not have such specialized experience, completion of 4-year college /university in a related field may qualify him/her at 1-5 level.
b. Knowledge of Regional Fire Department organization/mission requirements to support fire/emergency/rescue programs and
operations from administrative aspect.

c. Skill in applying basic data gathering methods and basic management principles to evaluate management plan, programs,
personnel administration, position management, budget, office procedure and office services.

d. Ability to oversee daily administrative work in Yokosuka/Atsugi Admin Office.

e. Ability to prepare various recurring reports by using Micro Soft Office following prescribed reporting standard or regulation.
f. Ability to provide advice and training to the District Chiefs and Staff Supervisors for overall payroll and travel related issues,
matters including leave administration, timekeeping procedures, work schedule based on MLC, Japanese Labor Law, and any other
related instructions.

h. Ability to speak, read and write English at advanced proficiency level (LAD-3).

*Handicapped applicants may be accepted, depending on the degree and kind of disability.

E%g bl English Language Proficiency : DLZ\E 7::; L None D*JJ ff‘;& Basic |:| EF‘ fﬁ& Intermediate IZJ:ff& Advanced D##E’x"d)ﬁlé h

Exceptional
22 PE Educational Background : N/A | $EFEE.1E8 T iI License/Certificate Required : 7/8 28 See blocks 7 & 8
IR
8.1 9 % 4 M Application and Associated Documents Working
Condition

*X] 22 RS AR Application for Vacancy Announcement

*X] BB FEHFREE Resume of Specialized Work Experience

*MEEAlL Complete * in ] BAFET Japanese [X] HEZET English [] &% 5 T4 Either
[ EERGEFEEDE L Copy of Driver's License

L1 TEE/SEBAEDE L Copy of Certificate

X EEDREANFFAT 5B DNDE L Certificate of English Proficiency (Copy)

X 80 HYIF ZRaft L. [EHEEDEEERES FAT- KB EE L RIEAEHR (12cm x 23.5cm)
12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 80 yen stamp (MPS is unacceptable.)
X BAREZUSNDOAIE. NEABEFIRU/NZXR— ~/EEED 3 E— For non-Japanese citizen
applicant, copy of Alien Registration and Passport/Visa Copy




9. WHEEERH-%L Office to Submit

ME (F MLCIHA$EXR) &9V GERERR) TR, RHEENMEVFEY, LELEREMZEHBMEZ QR
EFRHLTTSL, BEMHUIBAYE, HROBARAAERRYS— FEHHMH Y2 —TORERMIRHIETFAT
0600M&Y, BEO100METIRHTAETY, ) Office to submit is different for Current MLC/IHA
Employees versus Off Base Applicants. Please ensure to submit required application documents to the right office.
Applications must be received by the closing date of the Vacancy Announcement. (Application Drop Box under the
HRO Gate Office counter is accessible from 0600 to 0100 at night.):

(E®) ERER4BO “SHKHGE" AE MLCIHA REIJDADHZE. B GERER) Mo DIEHFEHTEN L
BYFEFTOTITEET SN, When item #4, “Area or Consideration” above shows “Current MLC/THA employees” only,
Off Base applicants will be rated ineligible.

1. A& (3] MLC/IHA 3£ 8) &% Current MLC/IHA Employees must submit to:
T238-0001 #Z<)I| EfEZEE hiART 1 Fih, Box 22 T238-0001 1 banchi Tomari-cho, Yokosuka, Box 22

KEEHBEREMBARAAERZE N132) COMNAVFJORJAPAN, Human Resources Office (HRO) Yokosuka
R#R/Extension 243-8152 JN Employment Division (N132)

2. & (GEfEREA) 1BHH% Off Base Applicants must submit to:

T238-0011 M%) RIEBEE T KHAVES 1-6 FFEIL4FE  T238-0011 Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
OhEIBEFHEEFEEEMEEAEEXE (LMO/IAA)  Yokosuka Branch of LMO/IAA

EEE—F Management Section

E:EE S Phone  046-828-6959

ZATeER - BRE—EBE. 0830-1730 (HADHRB %R <) Operating Hours: Mon-Fri, 0830-1730 (Closed on Japanese
Holidays) *ERAEHZED CEBEMIEZZ B 5IZEBULVEHE TS LY, Please contact LMO/IAA for questions on conditions of
employment.

10. EEFEAIHE For Official Use

TEETRRIE & E  Activity POC :  Kiyomi Nakazawa FEE (DSN) 243-6182
PD No.: CNFJ-N01FAY-002 PD is accurate and current. Certified by Activity: kn I{I/I;? Fkw 1723 yk

IEEEZHELTWEWNMGE EZEDORRIZHE Y FH A, Incomplete applications will not be considered.
RHEINF-IEEEHEILHIR L LEHEA Submitted applications will not be returned.

Rev: 10-31-06




GENERAL: Works under the direct supervision of the General Manager to perform
various type of administrative and management support functions in the Regional
Administrative Division of the Regional Fire Department, Commander U.S. Naval Forces,
Japan, which has over 500 MLL.C and 9 USCS employees in various locations.

1. Management Analysis/Advice and Administrative Support : Pertains to management

planning, program analysis, personnel administration, position and personnel management,

labor issue, budgeting, office procedure, and office services. Review and study 30%
organization structure, PDs, manpower utilization, workload distribution, administrative

procedures, Master Labor Contract and related instructions/guidance. Provide technical

advice to the administrative staffs and staff supervisors all administrative/management

related issues within the department.

Conducts semiannual staff assistance inspection of all District Headquarters and fire
stations concerning functional assignments and responsibilities, work methods and
procedures, work reporting and internal organizational alignments to uncover a variety of
or potential management problems and inefficiencies. Discusses improvement with
Assistant Fire Chiefs (USCS) and/or District Chiefs (MLC) and assists them in
implementing changes and/or submits reports to the Fire Chief (USCS) with
recommendations/comments as needed.

2. Other Administrative Duties: Is responsible processing of incoming and outgoing
correspondence (MLC and USCS personnel action requests, time and attendance reports,

reports, messages, mail, directives, action required correspondence, and etc.) in timely

manner. Prepares and/or compiles various recurring reports such as DOD Fire Incident 15%
Reports (DD Form 2324), DOD Summary No Loss Fire Emergencies (DD Form 2324-1),

Command History Reports, etc. as required by COMFLEACTINST 5213.4H. 1Is

responsible to review and update Fire Department Standard Operating Procedures (SOP)

handbook as necessary.

3. Data Analysis/Database Establishment and Maintenance/Record Maintenance.

Independently, study and perform data collection and analysis regarding record 35%
maintenance of the organization/positions/employees, manpower requirement, recruitment,

personnel actions, timekeeping, leave administration, physical security information,

periodic medical examination, various kinds of reports, office filing system, and etc. for the

entire department. Perform database programming and establish automated document

creating, processing, and record maintenance system and improve those systems to support

the Regional Fire Department administrative/managerial functions.

4. Payroll and Leave Administration: Provides advice and training to the District Chiefs

and Staff Supervisors for overall pay roll and travel related issues and matters including 5%
leave administration, timekeeping procedure, work schedule based on ML.C, Japanese

Labor Law, and any other related instructions. Provides recommendations on

improvement of administrative and payroll-related procedures within the department.

Establishes and implements internal procedures as above.

5. Acting Administrative Officer: Act as an Administrative Officer whenever he/she is .
not on duty. 10%

6. Performs other related or incidental duties as assigned. 5%
0



